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AGENDA

COMMITTEE ON ADMINISTRATION/INFORMATION SYSTEMS

January 18, 2005 6:30 PM

Aldermen Forest, Gatsas, Aldermanic Chambers

Osborne, Porter, Lopez City Hall (Srd Floor)
1. Chairman Forest calls the meeting to order.

2. The Clerk calls the roll.

3. Appeal of the denial of taxi driver’s license.
A motion is in order to enter non-public session under the provisions of
RSA 91-A:3 H(c).
A roll call vote is required on the motion.

4. Report of the Committee on Administration/Information Systems
recommending that language for a proposed charter amendment relating to
primary elections be submitted to the Board.

(Note: referred back to Committee by full Board on 08/03/2004).

Gentlemen, what is your pleasure?

5. Communication from Chris Compas requesting that fees for obtaining daily
copies of the Police accident logs be waived.
Gentlemen, what is your pleasure?

TABLED ITEMS

A motion is in order to remove any of the following items from the table for
discussion.

6.  Communication from Alderman Osborne requesting the contract
compliance issues noted in the management letter be referred to the
Comumittee on Administration.

(Tabled 03/15/2004 pending review of management letter.)
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10.

11

Communication from Alderman Shea relative to procedures for citations.
(Tabled 04/19/2004 — referred io City Clerk to research and report back.)

Resolution:
“Establishing a Non-Capital Reserve Account pursuant to
RSA 34:1-a.”

(Tabled 07/27/2004 pending Finance io provide examples in writing.)

Communication from Barbara Vigneault, Elderly Services Director,
advising of CMC’s proposal to provide community and medical services at
the new William B. Cashin Senior Activity Center.

(Tabled 06/14/2004 pending review by Solicitor’s Office of space and
liability concerns. )

Revised Procurement Code.
(Tabled 11/23/2004 — Revised draft dated 12/03/2004 enclosed.)

If there is no further business, a motion is in order to adjourn.



Taxi Request

OFFICE OF THE CITY CLERK
Business Licensing & Enforcement Div.
One City Hall Plaza

Manchester, NH (3101
Tel: (603) 624-6348 Fax: (603) 624-6481

Committee on Administration
Office of the City Clerk

One City Hall Plaza
Manchester, NH 03103

HEARING REQUEST FORM

iy o5

Date:
To Whom It May Concem:

I would like to request a hearing before the Committee on Administration to discuss the
decision to deny/revoke my application for a license to drive a taxicab in the city of

Manchester.

Sincerely,
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To the Board of Mayor and Aldermen of the City of Manchester:

The Committee on Administration/Information Systems respeétfully recommends,
after due and careful consideration, that language for a proposed charter

amendment relating to primary elections be submitted to the Board.

August 3: 2&4
In Board of Mayor and Aldermen-

On motion of Aléerma{l Lopez, duly seconded Respectfully Submltted
by Alderman Forest, it was voted that the ,
report be referred to the Committee on
Administration/Information Systems.

L 3 4

City Clerk




CHARTER LANGUAGE SUBMMITED BY SOLICITOR’S OFFICE

Language for Ballot:

SHALL THE MUNICIPALITY APPROVE THE CHARTER
AMENDMENT SUMMARIED BELOW?

To amend the city charter to provide that the ballot for the municipal
primary election shall list all candidates for office even if there is
only one candidate for a municipal office and that the ballot for the
municipal primary election shall provide the opportunity to write 1n
candidates for all municipal offices.

Actual Charter Amendment Language:

SECTION 5.07 PRIMARY SYSTEM.

{(a) There shall be a municipal primary election for all municipal offices

conducted in accordance with Section 5.03, _

(b) In each primary election, the two candidates, or four candidates in the
case of an at-large aldermanic and school committee elections, receiving
the highest number of votes shall be selected from those running for said
office and shall be placed on the general election ballot.




SECTION 5.32 BALLOTS.

(a) Preparation by city clerk. The city clerk shall prepare sufficient
official and sample ballots and all related material for use at the municipal
primary election and municipal general election.

(by Format. The ballot position for candidates in each of the elective
offices in the city shall be alphabetical by surname. The ballot for the
municipal primary election shall list all candidates for municipal office.
(¢) Delivery. The ballots shall be delivered to the moderator or other
officer in charge of the election within one (1) hour of the election.

(d) Write in votes. All ballots shall make provisions for write in votes for
all municipal offices. If a candidate receiving write in votes qualifies as a

winner of a primary or general election, that candidate shall be included on
the general election ballot or declared elected as if qualified under the other
provisions of this charter, if otherwise qualified to hold the office.
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MEMORANDUM

To: . Board of Mayor and Aldermen

From: “Alderman Ed Osborne ?
" Date: " February 10, 2004
Re: Contract Administration

During discussions with the Auditor at the Committee on Accounts meeting on
February 9™, concerns were presented regarding our contract administration.

I would like to have this issue referred to the Committee on Administration for review
and recommendation to the Board of Mayor and Aldermen. ‘It is my belief that at the
very least all contracts should be reviewed by the City Solicitor. Ialso believe there
should be a repository for all contracts.

v URAHLY UF MAYOR G ALDERMEERN
C:  City Solicitor DATE: Pebruary 17, 2004

Finance Officer _

ON

SECONDEDBY ML,  Lopez
' refer to the Committee on
VOTEDTO Administration/Info. Systems.

_ ;d /f?/!#//!’ '

One City Hall Plaza, Manchester, NH 03101 Phone (603) 624-6455 Fax (603) 624-6481
www.ci.manchesier.nh.us '



City of Manchester
Department of Finance

One City Hall Plaza
Manchester, New Hampshire 03101
Phone: (603) 624-6460

-Fax: (603) 624-6549

February 4, 2004

Alderman George Smith
C/o Office of the City Clerk
One City Hall plaza
Manchester, NH 03101

Dear Alderman Smith,

Enclosed are copies of the DRAFT Fiscal Year 2003 Comprehensive Annual Financial
Report (CAFR). The City’s external auditor’s McGladrey and Pullen LLC will be formally
presenting the final report on Monday evening before the Aldermanic Committee on Accounts,
Enrollment and Revenue Administration.

Also enclosed is a DRAFT Management Letter prepared by McGladrey along with the
Finance Officer’s response. The Management Letter has been shared with City Department
Heads (copy of transmittal letter enclosed), and department responses to date have also been
provided. _
These DRAFT reports will serve as the basis for the meeting Monday night. T do not
expect any significant changes between the DRAFT CAFR or DRAFT Management Letter and
the final reports presented to the Committee on Monday.

Needless to say, the CAFR and Management Letter both reflect very positively on the
City’s internal controls and financial position.

Respectfully submitted,

evin A Clougherty
Finance Officer

Cc: Mayor Robert A. Baines
Scott Bassett
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DRAFT

Board of Mayor and Aldermen
City of Manchester, New Hampshire

During the course of our audit of the basic financial statements of the City of Manchester, New
Hampshire as of and for the year ended June 30, 2003, certain observations were made by our
engagement team which may be of interest to you. These observations are as follows:

1)

Contract Compliance Officex

Observation:

" The City, aside from the Manchester Airport, does not ‘have an individual who is

responsible for maintaining and overseeing its various long-term contracts. Contract
compliance is currently the responsibility of the various department heads or project
managers assigned to a project. These individuals may have backgrounds in fields such
as engineering or information technology which provide them with the knowiedge to
oversee portions of the projects, but generally these individuals will not have the
expertise needed to properly administrate the contract itself.

In addition, the City does not have written policies and procedures regarding contract
monitoring, periodic inspections, p rogress reporting, appropriations, ¢ hange o rders and

progress payment approvals.

Recommendation:

Because contract compliance can be complicated from both a legal (prevailing wage
rates/Davis Bacon Act, encouragement of women and minority owned businesses, etc.)
and administrative (competitive bids, project appropriations, performance bonds, change
orders, retainage, progress payments, state and Federal reporting, project close-out, etc.)
standpoints, the City should consider -hiring or designating an individual the
responsibility of providing oversight for all large and long-term contracts the City enters
into. This individual will also serve as the repository for the executed copies of all
contracts and would periodically inspect the projects (with input from individuals with
functional expertise such as _architects, engineers, etc.) to ensure the projects are
progressing as required. '

This individual should also be responsible for overseeing the development of written
policies and procedures 1o assist in contract compliance oversight.

McGiadrey & Pulien, LLP-is an independent member firm of
RSM tatemational, an affiation of independent accounting
and consuliing firms



2)

3)

Departmental Cash Receipts

Observation:

Non-tax revenue is collected at various locations throughout the City. The information
associated with these receipts is maintained in each department by means of
nonintegrated, stand-alone computer applications or manual accounting records. The
variety of formats for maintaining subsidiary receivables and receipts data throughout the
City in combination with the relative inaccessibility of this information limits the Finance
Department’s ability to ensure the accuracy and completeness of its receivables and
revenues information.

Recommendation:

The City should consider designing a system to account for non-tax revenue information
in an integrated manner on a real-time basis. The use of cash registers integrated into the
City’s financial reporting system or the use of cash receipts module linked to computers
in certain departments that handle a large volume of cash receipts can help this process.

Ohservation:

Throughout various departments in the City, there was an inadequate segregation of
duties in the purchasing function. In many instances, the same person was responsibic
for requisitioning goods, approving the purchase, receiving the goods, ensuring adequate
funds exist in the budget and posting to the G/L..

Recommendation:

fnternal control over purchases ordinarily requires a separation of duties between the
purchasing requisition function, the p erson approving the invoice for p ayment and the
person posting to the general ledger. This ensures proper monitoring of expenditures.
The City may also consider centralizing’ its purchasing function to further strengthen
internal control. '

This report is intended solely for the information and use of the members of the Board of Mayor

and Aldermen, the City Manager and others within the City and is not intended to be and should

not be used by anyone other than these specified parties.

New Haven, Connecticut

Qctober 29, 2003
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City of Manchester
Department of Finance

One City Hali Plaza

Manchester, New Hampshire 03101
(603) 624-6460

(603) 624-6548 Fax

MEMORANDUM

Date: 1/26/2004

To: Department Heads
From: Kevin Clougherty

RE: FY2003 Management Letter

CC:

Department Heads:

On Monday, February ot the Aldermanic Committee on Accounts Enroliment and
Revenue Administration will be meeting with the City’s external auditor, McGladrey and
Pullen, to receive the FY2003 audit and Management Letter. Attached for your review and
comment is a copy of the Manageméﬂt Letter along with a copy of my response o the
auditors. Please feel free to offer any comments or suggestions on how the City might

better respond to the concerns raised by the auditors.

Please email comments and suggestions to Lisa Sorenson {lsorenso@ci.manchester.nh.us) by
closing of business Friday, February 6" so that they may be copied for the Committee.

Thanks,

Kevin A. Clougherty



Cmy oF MANCHESTER
Office of the City Clerk

February 4, 2004

George Smith, Chairman

Committee on Accounts, Enrollment
and Revenue Administration

clo Office of the City Clerk

One City Hall Plaza

Manchester, NH 03101

RE: Response to FY2003 Management Letter

Dear Mr. Chairman and Committee Members:

Leo R. Bernier
City Clerk

Carof A, Johnson
Deputy City Clerk

Paula L-Kang
Deputy Clerk
Administrative Services

Matthew Normand
Deputy Clerk
Licensing & Facillties

Patricta Piecuch
Deputy Clerk
Financial Administration

With respect to non-tax revenue, the City Clerk’s Office has unigue applications that

have been designed by the Information Systems Department as well as a State program

for Vital Records. Per State statues, some receipts received in our office require us {o
track fees that need to be paid to the State of New Hampshire. Our office makes daily

deposits, does daily cash receipting and keeps accurate records for p

| roper distribution to
general ledger accounts and processing of State fees. Our office would like to see more

of an integrated cash receipting system so long as it would be able to incorporate all

programs that are utilized in the office, as it would be inefficient to maintain fwo separate

systems.

In a previous audit recommendation regarding separation of duties, our office has

already implemented changes so that the individual approving any invoices (i.e. A800's)
are not involved in the purchasing, receiving or posting to the general ledger.

were to move to centralized purchasing, individual departments may be required to still
make purchases relating to their special needs (i.e. printing of ballots, inauguration

costs, etc.).
1f you have any questions, please contact me at 624-6473.

Sincerely,

AT

Leo R. Bemier

if the City

E@EWE@
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| CITY GLERK'S OFFICE |

City Clerk

One City Hali Plaza, Manchester, NH 03101 Phone (603} 624-6455 Fax (603) 624-B481

www.ManchesterNH.gov
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City of Manchester
Department of Finance

One City Hall Plaza

Manchester, New Hampshire 03161
Phone: (603) 624-6460

Fax: (603) 624-6549

January 26, 2004

Alderman George Smith
Clo Office of the City Clerk
One City Hall plaza
Manchester, NH 03101

Dear Alderman Smith,

This letter is submitted as a formal response to the Management Letter prepared by the City’s
external auditors at McGladrey & Pullen, LLP for the period ending June 30, 2003. (See
attached)

1Y)

2)

3

Contract Compliance Officer: The Finance Department concurs with this recommendation.
This recommendation has been included in previous Management Letters. The Finance
Department again recommends that the Board of Mayor and Alderman refer this item to the
Human Resources Committee for implementation.

Non-tax Revenue: The Finance Department also agrees with this audit recommendation. The
observation also has been included in previous Management Letters. The Finance
Department recommends that this item be referred to the Committee on Administration so
that an implementation strategy can be developed with the Information Systems Department

and affected departments.

Segregation of Duties: The Finance Department agrees with the recommendation, which is

also a repeat recommendation from previous Management Letters. The Finance Department
has recommended the implementation of a ceniralized accounting / administrative function to

address this concern.

A copy of the Management Letter along with this response has been shared with all city
departments soliciting comments and recommendations. Copies of their response are attached.

Respectfuliy submitted,

Kevin A Clougherty
Finance Officer

Cc: Mayor Robert A. Baines

City Clerk



Commission
James E. Connolly, Jr.

- Chairman
Citv of Man Henty R. Bourgeois
Ty f CheSt.er William F, Keltey
Depariment of Highways Edward J. Belasii
Peter Favreau
227 Maple Street . Frank G. Thomas, P.E.
Manchester, New Hampshire 03103-5596 Public Works Director

(603) 624-6444 Fax # (603) 624-6487

Kevin A. Sheppard, P.E.
Deputy Public Works Director

February 4, 2004
#04-009

Honorable Committee of Accounts, Enroliment and Revenue Administration
c¢/o City Clerk’s Office

One City Hall Plaza,

Manchester, New Hampshire 03101

Attn: Alderman George W. Smith, Chmn.
Re: FY 2003 Management Letter
Dear Alderman Smith and Commitiee Members:

| disagree with the recommendation that the City needs a Contract Compliance Officer. If
funds are allocated to a department and the department utilizes these funds to enter into
a contract, the department should be completely responsible for managing both the
expenditure of these funds and the contract. If the department cannot properly administer
-a contract, whether short term or long term, then the department head is not doing his job
and should be held accountable. A Contract Compliance Officer will just add another layer
of approval required before a project goes to construction. Furthermore, who is better
qualified to administer/inspect a contract, the engineer who designed it or a clerical type
person in another department? | as the department head am ultimately responsible for
administering project funding and contract compliance. in accomplishing this
responsibility, | have assigned each project manager the sole responsibility of adminis-
trating each project from beginning to end. These project managers are responsible to
me and | am responsible to the Mayor. If my project managers or | need assistance in
carrying out these responsibilities, we have the Finance Department to provide supporting
services. Lastly, | am not aware that this is a major problem with departments in the City,
are there oniy a few isolated examples of these problems that possibly should be
addressed individually?

o



February 4, 2004
Pg. (2)

| also don't believe there is a citywide problem with the segregation of duties in the
purchasing function. This has been an important issue in my Department for well
over 15 years and | believe that we have adequately addressed this issue. | further
believe that this is also the case in most of the larger depariments. In a smaller
department, the segregation of duties is sometime difficult due to limited staff. The
attached write-up from Cornell University notes that in the case of a small operation,
management must take a more active roie by checking the work of others. Again,
the department head must be responsible for providing the proper controls in his
department, whether it's a large or smali operation.

I will be available to answer any questions pertaining to my thoughts on these issues.

Very truly yours,

Z il e

Frank C. Thomas, P.E.
Public Works Director

fc

U opes - amis |
| CITY CLERK'S. OFFICE |
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Improper Searegation of Duties
Segregation of duties is an internal control intended to prevent or decrease

the occurrence of innocent errors or intentional fraud. This is done by

ensuring that no single individual has control over all phases of a

transaction.

There are four general categories of duties: authorization, custody, record
keeping and reconciliation. In an ideal system, different employees perform

each of these four major functions. In other words, no one person has

control of two or more of these responsibilities. The more negotiable the
asset, the greater the need for proper segregation of duties - especially
when dealing with cash, negotiable checks and inventories,

We often think of cash handling as the place where segregation of duties is

most important, because cash is a highly liquid asset. This means that it is
easy {o take money and spend it without feaving a trail of where it went.

- Any department that accepts funds, has access to accounting records, or has
control over any type of asset should he concernad with segregation of
duties. \ ,

Some examples of incompatible duties are:

. Authorizing a transaction, receiving and maintaining custody of the asset
rhat resulted from the transaction. ' '

- Receiving checks (payment on account) and approving write-offs.

. Depositing cash and reconciling bank statements.

. Approving time cards and having custody of pay checks.

‘Separation of duties will only limit problems stemming from incompatible
duties. It is possible, though not likely, that collusion will cceur, making
control procedures ineffective. Management needs to be aware of
relationships (family and friends) and be alert to the possibility of collusion.

~Also, in a small operation, It is not always possible to have enough staff to

properly segregate duties. Tn those cases, management may need to take a

ore active role to achieve separation of duties, by checking the work cdone

by others. Sometimes, the knowledge that records will be checked by others

is enough to prevent misappropriation of assets. .




February 3, 20604

BOARD OF WATER COMMISSIONERS

C. ARTHUR 50UCY
Presidar

Cierk

'MANCHESTER WATER WORKS s

281 LINCOLN 5T., MANCHESTER, NEW HAMPSHIRE 03103-5033 Tel, (603} 624-8484 PATRICIAH. CORNELL
- RICHARD M. BUNKER

Ex Officio

Mayor

THOMAS M, BOWEN, PE,
Director and Chiaf Engineer

AOQBERT BEAURIVAGE, P.E.

Assl, Direclor

Alderman George Smith
Clo Office of the City Clerk
One City Hall plaza
Manchester, NFH 03101

Dear Alderman Smith:

This letter is submitted by the Manchester Water Works (MWW) in response to the
Management Letter prepared by the City's external audifors at McGladrey & Pullen, LLP for the

period ending June 30, 2003.

1)

2)

Contract Compliance Officer: The Water Department oversees long-term contracts utilizing

both in-house engineering and accounting professionals and experienced outside
consultants. Contract administration is at present appropriately inciuded in the job duties of
MWW's 3 Division level managers. For projects of the scale of our $28M Water Treatment
Plant Renovations Project, MWW has both a full-time employee and outside consultant
(Camp, Dresser and McKee ) maintaining oversight of this 25-month Project. Finaily, alt
contracts are reviewed monthly by MWW Financial Administrator, as well as, the Director
and Assistant Director. MWW believes that sufficient oversight is currently achieved.

Non-tax Revenue: MWW has no opinion on this recommendation. MWW, however, currently
collects 99% of its cash receipts through the City's Lockbox and integrated HTE Cash
Receipts System. Miscellansous cash receipts collected at MWW “over the counter’

constitute a minimal level of cash receipt activity.

Seqreqgation of Duties: MWW agrees that a separation of duties is necessary for proper

control of the purchasing function but does not feel that centralized purchasing is needed to
accomplish this. MWW currently maintains proper segregation of duties in the requisiticn,
purchasing, receiving and posting functions in the purchasing of goods and setvices.

Should you have any questions concerning the above, please feel free to contact me and MWW
staff would be happy to discuss them with you,

Respectiully Submitted,

ru—

RAYMOND W. PROVENCHER

HON. ROBERT A. BAINES

Thomas M. Bowen, P.E.
Director REC=IVED
cc: Mayor Robert A. Baines
City Cierk FER -4 2004
Philip Croasdale, Water Financial Administrator f
Kevin Clougherty, City Finance Officer STV OF TANCH
Fin AN DEDAD
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Carol A, Johnson
Deputy City Clerk

Paufa L-Kang
Deputy Clerk
Administrative Services

- Matthew Normand
o Deputy Clerk
Licensing & Facilities
MEMORANDUM - g
. . Patricia Piecuch
Deputy Clerk
Financial Administration

To: ~ Leon LaFreniere, Building Commissioner
" Fred Rusczek, Health Officer
Frank C. Thomas, PE, Public Wori_{s Director

From: Leo R. Bernier
City Clerk
Date: Mzirch 17,2004

Re:- Procedures for Citations

Please be advised that in action taken by the Board of Mayor and Aldermen at a
‘meeting held on March 16, 2004, it was voted to refer the enclosed
communication from Alderman Shea to the Committee on Administration/
Information Systems so they can meet with the various departments that issue
citations to explore alternatives to better address this enforcement process.

1t is anticipated that this itemn will appear at the next committee meeting
tentatively scheduled to be held on April 27, 2004.

Enclosure

One City Hall Plaza, Manchester, NH 03101 Phone (603) 624-6455 Fax (603} 624-6481
www.ManchesterNH.gov

'/



Crry oF MANCHESTER
Board of Aldermen

.

Mermo To: Board of Mayor and Aldermen

From: Alderman William P. Shea
Date: _ March 16, 2004
Re: Procedures for citations

Several City departments issue citations for various offenses.. It appears to me that in
some instances there is no follow up on payments, and many times the result is a lack of
addressing the offense for which the citation was issued.

Iam requesting that this issue be referred to the Committee on Administration so they
can meet with the various departments that issue citations, such as Building, Health and
Highway, to explore alternatives to better address this enforcement process.

N BOARD OF MAYOR & ALDERMER
OATE: March 16, 2004

ON MOTION OF ALD:. Shea

SECONDED BY ALD. DeVries
” refer to the Committee on
VOTEDR TC Administration/Info Systems.
L%m —‘"/‘%MM»&»Q_ -

One City Hall Plaza, Manchester, NH 03101 Phone {603} 624-6455 Fax (603) 624-6481
f.w(.f] www.ci.manchesier.nh.us



Wity of Manchester
Neto Hampslrive

In the year Two Thousand and Four
A RESOLUTION

"Egtablishing a Non-Capital Reserve Account pursuant {0 RSA 34:1-a"

Resolved by the Board of Mayor and Aldermen of the City of Manchester as follows:

Section 1. Pursuant to RSA 34:1-a there is hereby established within the general fund a
non-capital reserve account into which funds annually appropriated by the Board of
Mayor and Aldermen shall be deposited. The Finance Officer shall segregate principal in
the account from earnings realized from the investment of the balance in the account.

Section 2. Funds in the non-capital reserve account shall be placed in the custody of the
Trustees of Trust Funds. Such funds may be deposited or invested in such a manner as is
tawful for the deposit or investment of funds belonging to the City.

Qection 3. The Board of Mayor and Aldermen may subdivide the balance in the non-
capital reserve account to designate a portion or portions for a specific purpose or
purposes subject to division (4) of this section.

Section 4. The Board of Mayor and Aldermen may appropriate the balance or a portion
of the balance during the development of the annual budgst subject to the following
conditions:

(A) The Board of Mayor and Aldermen may appropriate not more than ten percent
(10%) principal, or any investment earnings thercon, for non-capital purchases
for motorized equipment, technology or other assets with a five year life or less.

(B) The Board of Mayor and Aldermen may appropriate an amount fiot to exceed
seventy-five percent of the investment earnings from the prior fiscal year.

Section 5. No available balance in the non-capital Teserve account shall be utilized
for any purpose other than those authorized herein, without the specific approval of
two-thirds of the Aldermen-elect.

Section 6. Resolved, that this resolution shall take effect upon its passage.




Catholic Medical Center B
Proposal to the Clty of Manchester Senior Center

Catholic Medical Center will:

1.

host one educational or health educatlion class every other
month

offer on-going exercise classes during the day and evening
host one health screening each quarter.

nrovide “Nurse Is In” consult service once a week conducted by
Pat Davenport

Catholic Medica! Center may also, as needed:

1.
2.
3. bring Meds for Manchester to the Center on a regularly

Registration for all Catholic Medical Center classes and programs will

offer new and/or additional exercise classes and health
education classes
assist with providing teachers/tutors for the computer lab.

scheduled basis

accur through ASK-A-NURSE and Prime Time. Registration fees (as
applicable) will be collected by Prime Time/Catholic Medical Center.
All registration feas will follow the same fee schedule as other Prime
Time/Catholic Medical Center locations.

All classes and programs will be advertised through the Center's
oullets and the Prime Time newsletter.

Examples of Health Education Classes

Nutrition

Health classes; i.e. "How to lower cholesterol”
Writing Your Life

Brain Aerobics

Seif care for Seniors

Advance Directives




Self-Help Arthritis

Stress Management

Healthy Cooking

Toals for Living on Your Own
Reiki

Massage

G 8 © 2@ e @

» T’z Chi Beginner (add intermediate class as needead)
o Yoga - Beginner {(add intermediate class as needed)
o Balance Balls

o Senior Aerobics

Examples of Other Exercise Classes, if desired:
o Stretching

Beginners exercise

Walking Club

Ballroom dancing

Smart Steps (walking with pedomelers)

® @ & 8

Exampies of Health Screenings and Services
o Osteoporosis

Depression

Memory

Blood Pressure

Colon Cancer

Lifeline

Flu Shots

Far Services

@ @ @ @

@ @ @

Rescurces Required:
The above can be provided without additional FTE's.
Consulting Fees for additional instructor fees will be necessary,
but would be off-set by additional revenue
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CITY OF MANCHESTER
NEW HAMPSHIRE

PROCUREMENT CODE

1. GENERAL

A. Purpose

The Procurement Code shall promote fair and equitable treatment to all suppliers or
prospective suppliers of goods and services, promote effective competition among
prospective suppliers of goods and services, make as uniform as possible the procedures
among various departments and agencies of the City by the standardization of the
procurement process, to prevent abuses and favoritism, and promote the economical,
effective, and efficient use of the City’s total resources.

The purpose of the Procurement Code is to provide to the Purchasing Agency flexibility and
defined guidelines for the purchasing of goods and services. These guidelines define
maximum allowed procurement limits. The Purchasing Agency has the flexibility to reduce
these limits in order to insure that the best interest of the City is being served. Any quesfions
relating to this Procurement Code should be addressed in writing to the City Solicitor and/or
the Finance Officer. The Purchasing Agency will at all times retain adequate records, based
on the size of the procurement, as to the type of procurement utilized and the basis of award.

B. Applications of Provisions

This code applies to every expenditure of public dollars irrespective of their source, including
federal assistance dollars, for the procurement of materials, supplies, services and_
construction. Nothing in this code shall prevent the City from complying with the terms and
conditions of any grant, gift, bequest or cooperative agreements. Procurement actions
involving Federal or State funding shall comply with their mandatory rules that may not be
reflected in this procurement code.

The following procurement actions are not sabject to this code.

¢ Intergovernmental Agreements.

e Agreements negotiated by the Risk Manager or City Solicitor for the settiement of
litigation or threatened Litigation.

¢ Contracts awarded for professional witnesses for the purpose of providing testimony
relating to existing or probable judicial proceedings.

e Contracts awarded for real property transactions.

o Other specific procurement actions based on recommendation of the Chief Executive
Officer and approval by the Board of Mayor and Aldermen.
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C. Definitions

i.

Amendment is a mechanism by which parties can agree to modify, deiete or add to
the original scope of work, terms and conditions of a contract. Typically,
amendments are used to modify contracts for professional services and/or to modify
contracts for the furnishing of materials and services.

Advantageous means in the best interest of the City
Auditor means the City of Manchester’s Auditor.

Brand name or Equal Specification means a specification using one or more
manufacturers’ names or catalog numbers to describe the standard of quality,
performance and other characteristics to meet City requirements.

Brand Name Specification means a specification limited to one or more items by
a manufacturer’s name or catalog numbers.

Change Order means a written order signed by an authorized agent of the City and by
the contractor authorizing an addition, deletion, or a revision in work or an adjustment
in the contract price or contract time, issued on or after the effective date of the
contract, as provided for in the original contract. Typically, change orders are used to
modify construction contracts.

Chief Executive Officer means the Mayor of the City of Manchester.

City means the City of Manchester, NH.

Construction means the process of building, altering, repairing, improving or
demolishing any public stracture or building, or other public improvements of any
kind to public real property or any public infrastructure.

Construction Management means a project delivery method that provides a
comprehensive array of management and/or consulting services spanning all phases of
the design and construction process from conception to completion of the
construction project.

Contract means all types of City agreements, regardless of what they may be called
for the procurement of materials, sapplies, services and Purchase Orders shall be used
as the contract for procurement of materials and supplies. Formal written agreements
shalf be used for the procurement of services, construction and complex actions.

Contractor means any person or firm who has a contract with the City.

Debarment means an action taken by the City, under the provisions of this code, to
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prohibit a person from participating in City procurements.

10. Design-Bid-Build means a project delivery method in which the purchasing agency
sequentially awards separate contracts, the first for Architectural and Engineering
Services to design the project and the second for construciion of the project according
to the design.

11. Design-Build means a project delivery method in which the purchasing agency enters
into a single contract for design and construction of an infrastructure facility.

12. Design-Build-Finance-Operate-Maintain means a project delivery method in which
the purchasing agency enters into a single contract for design, construction, finance,
maintenance, and operation of an infrastructure facility over a contractnally defined
period. No City funds are appropriated to pay for any part of the services provided by
the contractor during the contract period. This delivery method does not preclude the
City from providing financing as long as the City ultimately is reimbursed ail its costs
over the life of the contract agreement.

13. Design-Build-Operate-Maintain means a project delivery method in which the
purchasing agency enters into a single contract for design, construction, maintenance,
and operation of an infrastructure facility over a contractually defined period. Al ora
portion of the funds required to pay for the services provided by the contractor during
the contract period are either appropriated by the City prior to award of the contract or
secured by the City through fees or user charges.

14. Employee means an individual drawing a salary or wages from the City whether
elected or not. Any noncompensated individual performing personal services for the
City or any department agency, commission, councii, board, or any other entity
established by the executive or legislative branch of the City. Noncompensated
individuals, serving as elected City officials or serving on a City Department Board,
are also considered employees.

13. Finance Officer is the Finance Director of the City of Manchester

16. Gratuity means a payment, loan, subscription, advance, deposit of money, service, or
gift, presented or promised.

17. Invitation for Bids means all documents, whether attached or incorporated by
reference, which are used for soliciting bids according to the City’s procurement
policies and procedures.

18. May. The word “may” shall be construed as being permissive.

19. Multi-Step Sealed Bidding means a two phase competitive process. The first phase

consists of a technical phase composed of one or more steps in which bidders submit
unpriced technical offers to be evaluated by the City. The second phase consists of a
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20.

21.

22.

23,

25.

26.

27.

29.

firm and final bid from those bidders whose technical offers were deemed acceptable
by the City.

Procurement means buying, purchasing, renting, leasing or otherwise acquiring any
materials, supplies, professional services and construction services. it also includes
the description of requirements. selection and solicitation of sources, preparation and
award of contract and all phases of coniract administration.

Professional Services means those services requiring special knowledge, education or
skill and where the qualifications of persons rendering the services and the experience
of the firm are of primary importance. Professional services shall include, but not be
limited to, appraisers, attorneys, architects, engineers, surveyors, accountants,
psychologists, physicians and other health care providers.

Purchasing Agency is the City departinent making the proposed procurement.
Purchasing Agency Director or Director is the department head in charge of the City

department making the proposed procurement acting either directly or through
authorized representatives.

. Regquest for Proposals means all documents, whether attached or incorporated by

reference, which are used for soliciting proposals according to the City’s procurement
pelicies and procedures.

Responsible Bidder means a person or firm who submits a bid or proposal that
conforms in all material respects to the invitation for bid or request for proposals and
who has the financial capabilities and expertise to perform the contract requirements
and the integrity and reliability that will assure good faith performance.

Service means the farnishing of labor, time or effort by a contractor that does not
involve the delivery of a specific end product other than required reports and
performance. Service does not include employment agreements or collective
bargaining agreements.

Shall. The word “shall” is construed as being mandatory.

. Selicitation means an invitation for bids, a reguest for technical offers, proposals,

quotations or any other invitation or request by which the City invites a person to
participate in a procurement action.

Specification means any description of the physical or functional characteristics of
materials, supplies, services or construction requirements. It may also include a
description of any requirement for inspecting, testing, preparing materials, supplies
services or construction projects for delivery.
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D. Department Purchasing Responsibility

Department Heads and City officers shall be responsible for making purchases from funds
appropriated to their respective departments. The Highway Department shall be responsibie
for coordinating and overseeing the purchases of motor vehicles by City departments. See
Section VII., Specialized Procurement Actions for procurements exclusively delegated 1o a
purchasing agency.

E. General Procurement and Award Provisions

1.

3.

4,

Prohibition Against Subdivision. No procurement action shall be subdivided to
avoid the requirements of this procurement code.

Bulk Purchases. Whenever feasible, procurements shall be done in bulk to take full
advantage of discounts. Purchasing agencies shall be responsible for anticipating
their needs in a timely fashion in order to consolidate and expedite procurement of the
same type of items. A lead purchasing agency shall be identified for procurement of
commodities or services that are most common to their department. The lead
purchasing agency shall accomplish the bulk citywide procurement action based on
requirements identified by other departments. Capital Outlay requirements shall be
planned and scheduled for periodic bulk procurement actions based on approved
budget quantities.

Awards, Contracts for the procurement of supplies, materials and construction shall
he awarded to the lowest responsible bidder unless otherwise provided for in the
bidding documents or in the Procurement Code. The basis of award shall always be
defined in the bidding documents. Among other factors that may be considered in
determining lowest responsible bidders are the following:

{a} Capability. The ability and skill of the bidder to perform the contract.

(b) Timeliness. Whether the bidder can perform the contract or furnish the supplies
promptly, in accordance with plans and specifications, or within the time
specified, without delay or interference.

(¢) Previous Performance. The character, integrity, reputation, judgment, experience
and efficiency of the bidder.

{d) Quality. The quality of supplies or performance on previous purchases or
contracts, including known quality based on previous use, and the quality,
availability and adaptability of the suppliers or contractual services to the
particular use.

{e) Legal Compliance. Previous and existing compliance by the bidder with laws and
ordinances relating to the contract.

(f) Conditions. The number and scope of conditions attached to the bid by the
bidder.

Award to Other Than Low Dollar Bidder. Award to other than the low bidder is not
allowed unless the bidder is not responsible or unless the award formula specifically
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allowed for other items to be taken into account to decide who is the lowest
responsible bidder. When it appears appropriate nol to make an award to the lowest
dollar bidder, the purchasing agency Director shall prepare a written statement of the
reasons for the project files.

5. Multi-Term Contracts. Purchase orders or written agreements or contracts may be
awarded for a maximum of five years in one year increments. Multi-term contracts
shall contain provisions for cancellation by the City in the event funds are not
appropriated for the continuance of the contract. Any yearly increases in unit
prices/rates shall be tied to an established CPI with a maximum yearly cap.

Muiti-year Contracts without a “cancellation by the City” provision or contract
committing future unappropriated funds or a contract without a set maximum yearly
adjustment must be approved by the Board of Mayor and Aldermen. Multi year
contracts that have been totally funded do not have to conform to Section I, E, 5.

The Atrport Prector or his designee is authorized by the Board of Mayor and
Aldermen to enter into multi-year agreements which do not conform to this Section 1,
E, 5 when, in the opinton of the Airport Director, situations arise that require
immediate commitment or approval of agreements.

6. Late Bids or Proposals. A bid, proposal, modification or withdrawal is late if it is
received at the location designated in the Invitation for Bids or Request for Proposals,
after the time and date set in the solicitation documents. Late bids or proposals shall
be rejected.

7. Mistakes In Bids., A bidder may correct mistakes discovered before the time and date
set for the opening of bids based on procedures in the solicitation documents. After a
bhid is opened, mistakes based on an error in judgment shall not be corrected or
withdrawn, unfess it is obvious to the City that an egregious error was made. Minor
or administrative mistakes may be waived by the purchasing agency director.

8. Cancellation of Selicitations. An invitation for bids, a request for proposals, or other
formal solicitations may be cancelled or rejected in whole or in part if deemed
advantageous to the City.

9. Specifications. All specifications shall be written to promote overall economy for the
purposes intended and encourage competition in satisfying the City’s needs and shall
not be unduly restrictive. General performance specifications may be used in a
Request for Proposals and Muiti-step procurements when it is not desirable or
feasible to prepare detailed specifications.

10. Cost or Pricing Data. The submission of current cost or pricing data may be required
in situations where analysis of the proposed price is essential to determine that the
price is reasonable and fair. A contractor shall, when requested, submit current cost
or pricing data and shall certify that the cost or pricing data submitted is accurate,
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complete and current as of a mutnally determined specified date.

11. Change Orders. Change orders to contracis may be executed according to change
order clauses provided for in the original contract provided the change order does not
materially change the scope of the original procurement.

12. Pre-Bid or Pre-Proposal Conferences. A pre-hid or pre-proposal conference may be
conducted within a reasonable time before bid opeming or receipt of proposals. Pre-
bid or pre-proposal conferences may be mandatory. If mandatory, only those bidders
attending the mandatory pre-bid conference, shall be allowed ta participate in the bid
or proposal. Any changes to the solicitation documents shall be provided to all
¢ligible bidders,

13. Prequalification. The purchasing agency may require prequalification of prospective
bidders for the procurement of supplies, materials, services and construction if the
procurement is less than $250.000. If the procurement is over $250,000 the
purchasing agency shalt conform to Section IV of this procurement code. Bidders
have a continuing duty to provide the purchasing agency director with information on
any material changes affecting the basis of prequalification.

14. Bid or Performance Bonds. The purchasing agency may require the use of bid or
performance bonds or other securities for the procurement of supplies, materials,
services or for construction, in order to guarantee satisfactory completion of the_
procurement. However, any procurements over $150,000 shall require a bid and
performance bond or other security satisfactory to the Purchasing Agency after
consulting with the Finance Officer and the City Solicitor. Bonds required by statute
will not be waived. Any such bonding or security requirements shall be set forth in
the solicitation. Failure of the bidder to comply with the security requirements in the
solicitation may result in the rejection of the bid or proposal.

15. Right to Inspect. The City may, at reasonable times, imspect the place of business of
a contractor or any subcontractor that is related to the performance of any contract
awarded or to be awarded by the City.

16, Right to Audit. The City may, at reasonable times and places, aadit the books and
records of any contractor who submits cost or pricing data required by solicitations. If
the City determines that there may be a need to audit a procurement, the coniract
agreement shall define these rights and who will assume the cost of the audit.

17. City Procurement Records. All determinations and other written records pertaining
to the solicitation, award or performance of a contract shail be maintained for the City
in a contract file by the purchasing agency. All procurement records shall be retained
and disposed of by the City according to the records retention guidelines, Internal
Revenue requirements and schedules of the City.

PROCUREMENT DOLLAR LIMITS, ACTHORITY TO AWARD AND
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AVAILABILITY OF FUNDS

Authority to Award

All procurement actions made based on approved department budgets and authorized CIP
allocations shall be awarded by the purchasing agency having delegated authority
provided by this Procurement Code. Procurement actions not authorized to a department
or multi-year contracts without a “cancellation by the City” provision requiring future
City appropriations, shall be approved by the Board of Mayor and Aldermen.

Availability of Funds

Unencumbered funds to cover the entire purchase order or contract must be avaiiable in
the appropriate budget of the purchasing agency prior to award of any purchase order or
contract. Purchase orders and contracts are subject to the annua! appropriation of funds,
Multi-term purchase orders or contracts shall have adequate unencumbered funds
available for the first yvear except as noted.

SOURCE SELECTION

. Smail Purchases

Small purchases are considered informal procurement actions. Procurement requirements
shall not be artificially divided so as to constitute a small purchase.

1. Total price is $10,000 or less, it shall be made after adequate inquiry based on the
director or his designee’s knowledge of a reasonable price and satisfactory quality.

2. Total price more than $10,000 to $25,000. When the total price is greater than
$10,000, and not more than $25,000 purchases shall be made using documented oral
or written price or rate quotations from an adequate number of suppliers. If available,
a minimum of three quotations from qualified suppliers shall be obtained. Such price
and rate quotations, the date of such quotations and the names of suppliers shall be
documented.

Competitive Sealed Bidding

1. Competitive sealed bidding is considered a formal procurement action. Except as
provided in this Procurement Code, ali purchases in excess of $25,000 shall be made
by competitive sealed bidding. Purchase orders and contracts shall be awarded to the
lowest responsible bidder except as provided for in this code.

2. Competitive sealed bidding procedures shall at a minimum, incorporate the following:

{(a) Formal bid specifications that at a minimum include the general terms and
conditions of the proposed purchase, requirements of the bidder, form of contract,
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the forms for submission of bids and the basis of award

{(b) Product or service specifications that accurately describe the product or service
required in such a manner as to not preciude competition. If specific
manufacturer’s names or models are used to describe the product or service, a
minimum of twe manufacturers” names should be used if available. There shall
be a provision for approval of an equal product or service. Also, see Section VI
part A.5.

{c) Adequate public notice of a minimum of (3) business days, prior to the date
established for the opening of bids. Such notice shall include as a minimum,
publication in a newspaper of general distribution.

(&) Sealed bids shall be opened publicly at the time and place designated in the
Invitation for Bids. A tabulation of all bids received shall be available for public
inspection within a reasonable period of time. Departments shall determine an
adequate amount of time.

(e} The purchasing agency may negotiate with the two low bidders in order to reduce
the bid to fall within available funds and/or to obtain a lower bid amount,
provided that the original intent of the procurement is not materially changed.
The right to negotiate a lower total bid must be a condition of the bidding
documents.

(f} The award of bids shall be formalized through the execution of a purchase order
or written contractual agreement.

{g) The purchasing agency may reject any or ail bids or parts thereof when such
rejection has been determined to be in the City’s best interest.

C. Multi-Step Sealed Bidding

1. When it is considered impractical to readily prepare a detailed specification to support
an award based on price, a two-step bid process may be used. The first step is a
request for proposals, based on a general or performance specification, requesting the
submission of unpriced technical proposals. The second step is an invitation for firm
and final priced bids to those bidders whose proposals have been determined to be
technically acceptable under the criteria set forth in the first step.

2. The multi-step sealed bidding method may be used if the purchasing agency
determines that:

(a) Available specifications or purchase descriptions are not sufficiently complete to
permit full competition without technical evaluations and discussions to ensure
mutual understanding between each bidder and the City.

(b) Definite criteria exist for evaluation of technical offers.
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(c) More than one technically qualified source is expected to be available.
{d) A fixed price contract wiil be used.

3. The Invitation to Bid must provide notice that 2 multi-step process is being used. The
notice should explain the multi-step process and that only those bidders providing
technically acceptable proposals, will be allowed to participate in submitting a firm
and final bid price.

4. Adequate public notice of a minimum of 10 working days prior to the date established
for the opening of bids shall be provided. Such notice shall include as a minimum
publication in a newspaper of general circulation.

5. Award shall be made to the lowest dollar responsible bidder.

D. Competitive Sealed Proposals

1. When competitive sealed bidding is not practical or advantageous to the City, the
purchasing agency director, may authorize the use of competitive sealed proposals
and negotiations as the procurement method.

2. In determining whether competitive sealed bidding is practical or advantageous to the
City, the purchasing agency director, shall consider the following faciors:

{a) Whether the cost to develop formal technical bid specifications sufficient to insure
open competitive bids, would make the total cost of the procurement excessive.

(b) Whether the proposed purchase is to be accompanied by land, development, or
other refated economic transactions, therefore the bid price may not accurately
reflect the total economic effect of the purchase.

(¢) Whether the product or service is specialized or custom produced, and the
development of terms, conditions, specifications, and other provisions specifically
defining the procurement requires interaction with prospective suppliers.

(d) Where no responsible bidder has submitted a bid in response to the invitation.
3. If the purchasing agency director determines that competitive sealed bidding is not
practical and that competitive sealed proposals and negotiations should be used, the

purchasing agency shall:

(a) Develop terms, conditions and general or performance specifications for the
product or service required.

{b) In such cases where the award 1s nof necessarily to be based on the lowest

negotiated price, the request for proposals shall indicate and define the relative
importance of price and other significant evaluation factors.
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(c) Provide adequate public notice as in the case of competitive sealed bids.

{d) Sealed proposals shall be received at the time and place designated in request for
proposals. A proposal received after the closing date and time set for the receipt
of proposals, is late and shall not be considered. No proposals shall be handied so
as to permit disclosure of the contents of any proposal to competing offerers
during the process of negotiation. Submission of the proposal shall be
conditioned on not disclosing the proposals content until the completion of
negotiations and award of a contract. Proposals shall be opened in the presence of
witnesses. Proposals and modifications shall be shown only to City personnel
having a legitimate interest in them or persens assisting in the City evaluation,

4. After the opening and evaluation of competitive sealed proposals, written or verbal
negotiations may be conducted with one or more parties who have submitted
proposals. Such negotiations are designed to achieve terms and conditions most
favorable to the City. Negotiations need not be conducted where time constraints
preclude additional negotiations or where the purchasing agency certifies that
acceptance of an initial offer without discussion, would result in fair and equitable
prices. The request for proposals shail clearly define the City’s rights pertaining to
negotiations.

5. Award shall be made to the proposer whose proposal has been determined to be
responsive and most advantageous to the City. The contract file shall contain, in
writing, the basis on which award is made.

IV.  PREQUALIFICATION OF BIDDERS

A. Prequalification of potential bidders shall be accomplished for afl contracts for
construction, reconstruction, alteration and repair or refurbishing of real property with an
estimated project cost in excess of $250,000. Prequalification of contractors based on the
type of work and dotlar limits may be done annually. The invitations for bids shall be
isszed only {0 firms that have, in the City’s sole determination, been prequalified.

B. The purchasing agency involved shall establish rules and regulations that govern
prequalification of bidders. The rules and regulations shall take into consideration:

i. The ability, capacity, and skill of the bidder to perform the contract or provide the
service required.

2. Whether the bidder can perform the contract or provide the service promptly, or
within the time specified, without delay or interference.

3. The character, integrity, reputation, judgment, experience and efficiency of the bidder.

4, The quality of performance on previous contracts.

5. The previous and existing compliance by the bidder with laws and ordinances relating
to the contract.
6. The sufficiency of financial resources and ability of the bidder to perform the
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contract.

7. 'The quality, availability, and adaptability of the supplies or contractual services to the
particular use required.

8. The ability of the bidder to provide future maintenance and service.

9. The number and scope of bidder conditions attached to the bid.

10. TFhe amount of total direct and indirect costs that would be ncurred by the City
because of the bid.

11. The ability of the bidder to meet the City’s bonding and insurance requirements.

These rules and regulations may also include other special considerations as authorized
by law.

PROFESSIONAL SERVICES

The procarement of accounting, architectural, auditing, engineering, financial, iegal, data
processing, medical services and independent consultant services for personnel, insurance
and actuarial planning and management, haman resource and public relations, may be
accomplished using the foliowing procedures:

A. Professional Services $25,000 or Less — The purchasing agency may solicit one or more

proposals for the procurement of professional services at a fee which is deemed fair and
reasonable. The purchasing agency will document the basis of the procurement in the
project file. In no case shall more than three awards be made to the same vendor in any
12 months without the prior written notification to the Finance Officer.

. Professional Services greater than $25,000 — A formal Request for Proposal process

shall be used. The purchasing agency shall develop a Request for Proposals to include
terms, conditions, scope of service, desired results, end product and consultant
gualification. Selection criteria and the method of determining a final fee by the City
will be included in the Request for Proposals. This process can be accomplished in a
Request for Qualification Phase and a Request for Proposals Phase. The Request for
Proposal process shall inciude the following:

1. Adequate public notice of a minimum of ten business days prior to the date
established for the receipt of qualifications and/or proposals shall be provided. Such
notice shall include as a minimum, publication in a newspaper of general circulation.

2. A minimum of three proposals, if available, shall be evaluated and selection made

based on demonstrated competence, qualifications and project approach for the
services required. Where applicable to a particular project, factors such as the
following shatl be used in tentatively selecting a firm:

(a) Specific experience with similar projects.
{b) Specific experience with earlier phases of the same project.

{c} Background and experience of staff members who would be assigned to the job.
{d) Availability.

13 of 19 12/G3/64




Paula LeBlond-Kang - 16 Procurement Codedoc "~ """ "T T T T . Page 14

(e) Locality of firm.

(f) Ability to communicate ideas.

{g) Ability to supply all of the major disciplines necessaty to perform the work.
{h) Qualifications of subcontractors/subconsultants.

(i) Conceptual design/project approach.

{(j) Accuracy of the firm in estimating time and cost requirements.

(k) Responsiveness to requirements contained in the REP.

(1) Financial capabilities of the firm.

3. The purchasing agency may interview one or more of the proposers in order to clearly
understand the proposers qualifications and the submitted proposal.

4. Selection criteria may be established in order to determine the best overall proposal.
The criteria may incorporate a weighting system for the proposals received.

5. Fees for professional services are an important consideration, which must not be
taken lightly. However, selection shall be ultimately based on demonstrated
competence, qualifications and project approach at a reasonable fee. Depending on
the complexity of the project, the purchasing agency may utilize one of the following
procedures to determine a fee:

{a) The fee can be requested as part of the requested proposal and considered in
tentatively selecting a firm.

{b) A multi-step sealed procurement can be requested where the sealed fee is not
opened until a proposer has been tentatively selected.

{(¢) A fee can be negotiated after a proposer has been selected and a final scope of
services has been determined.

6. If necessary, the purchasing agency may negotiate with one or more responsive firms
in order to make a tentative selection. Once a tentative selection has been made, a
final scope of services and fee shall be negotiated with the selected firm in order to
enter into a contract deemed to be in the best interest of the City.

7. On award, all contracts for professional services shall be formalized in a written
agreement signed by the applicant and the purchasing agency.

Vi. NEGOTIATED PROCUREMENT ACTIONS
A. Purchase orders or written agreements shall be awarded without benefit of formal or
informal bidding in one or more of the following cases. Negotiation methods may be

used to award the contracts.

. Purchases required in the event of an emergency that necessitates the immediate
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purchase of goods or services.

2. Purchases where the cost of the service is fixed by law.

Purchases that can be procured through cooperative intergovernmental purchase

agreements with other government jurisdictions.

4. Sole scurce procurements, where the proposed purchase is manufactured by only one
company.

5. Purchases from a sole manufacturer, where it is determined to be more efficient and
economical to reduce costs of maintenance of additional repair parts, suppliets or
services.

6. Purchases that have been preceded by compefifive sealed bidding, where no
responsive bidder has responded.

7. Purchases under extensions of contracts when the same or lower price is extended for
another year or part of a year, The maximum extensions shall not exceed five years
withount written notification to the Finance Officer.

8. Purchases under intergovernmental agreements or contracts that require ase of
procurement procedures meonsistent with the provisions of this section.

9. City share contracts that include contracts with developers for the construction of
public improvements whereby the City shares in the cost of construction.

10. Used, discontinued or otherwise unique equipment or commedities that become
available {such as at an auction) or are offered only for a limited time and may be
acquired below the cost of similar new items.

1. Service on existing equipment when it is advantageous to the City to obtain parts,
repair or service on existing equipment from a factory authorized dealer or distributor.

12. Perishable supplies that cannot be purchased by ordinary procurement methods
because of imminent spoilage or decay.

13. Standardized parts, modules or accessories that will minimize excessive inventory or
maintain compatibility with existing furnishings or installations.

14. Open ended purchase orders or written agreements with local suppliers in order to
provide for emergencies, reduced down time of equipment or projects, and for
supplies and materials not stored in a City warehouse.

a3

SPECIALIZED PROCUREMENT ACTIONS

The procurement of the following goods and services shall be made exclusively by the
delegated purchasing agency. Exceptions may only be granted with a written waiver from
the Board of Mayor and Aldermen and the specified agency, department or officer:

[. Insurance and actuanal services by the Risk Manager and/or the Finance Officer.
Legal services by the City Solicitor.

3. Information technology services, hardware, software and network capable devices
including telephones by the Information Services Director-

4. Accounting and banking services by the Finance Director.

Auditing services by the Auditor.

6. Other purchases from nondepartmental appropriations shall be made by the Finance
Officer unless otherwise indicated in the budget.

wn
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B. When purchasing insurance, a prequalification process may be used inviting agents and
brokers to submit a questionnaire regarding their experience and qualifications. Only
firms that, in the City's sole determmnation qualified, shall be selected for the bid process.
Each firm selected to bid shall submit common specifications fo their assigned insurance
carriers. Awards for such purchases shall be made to the lowest responsible bidder. The
City may retain the agency, and/or carrier receiving the confract for a period not to exceed
three (3) years, reasonable premium increases notwithstanding, before any renewal of this
bidding procedure.

C. In any award, the City may take into consideration any costs of conversion involved.
VHI. COOPERATIVE PROCUREMENT

The purchasing agency shall have authority to join with any other municipal, state or
federal governmental agency in cooperative procurement actions.

IX. SPECIAL PROCUREMENT METHODS

The Purchasing Agency proposing to utilize this section of the Procurement Code must detail in
the project file why utilizing this section of the Code is in the best interest of the City.

A. Definitions:

1. Design Requirements means the written description of the infrastructure facility or
service to be procured, including: (1) required features, functions, characteristics,
qualities, and properties that are required; (2) the anticipated schedule, including start,
duration, and completion; (3) estimated budgets (as appiicable to the specific
procurement) for design, construction, operation and maintenance. The Design
Requirements may, but need not, include drawings and other documents illustrating
the scale and relationship of the features, functions and characteristics of the project.

2. Independent Peer Reviewer Services are additional Architectural and Engineering
Services provided to review design build proposals. The function of this review is to
provide an independent professional peer review to confirm that the key elements of
the professional engineering and architectural designs provided by the contractors are
in conformance with the applicable standard of care.

3. Infrastructure Facility means a building; structure; or networks of building,
structures, pipes, controls, and equipment that provide transportation, utilities, public
education, or public safety services.

4. Proposal Development Documents means drawings and other design related
documents that are sufficient to fix and describe the size and character of an
infrastructure facility as to architectural, structural, mechanical and electrical systems,
materials, and such other elements as may be appropriate to the applicable project
delivery method.
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B. Procurement Methods

L.

Design-Build is a project delivery method in which the procuring agency enters
into a single contract for design and construction of an infrastructure facility.
Procurement of Design-Build services shall generally follow procedures outlined in the
“Design Build Manual of Practice”, as published by the “Design Build Institute of
America”.

Operation and Maintenance is a project delivery method whereby the procuring
agency enters into a single contract for the routineg operation, routine repair, and
routine maintenance of an infrastructure facility. Operation and Maintenance services
shall be procured from prequalified contractors by utilizing competitive sealed
proposals submitted in response (o a Request for Proposals, which has established the
supplies and services required to maintain and operate infrastructure facilities.

Design-Build-Operate-Maintain is a project delivery method in which the
procuring agency enters into a single contract for design, construction, maintenance,
and operation of an infrastructure facility over a contractually defined period. All or a
portion of the funds required to pay for the services provided are either appropriated by
the City prior to award of the contract or secured by the City through fee or user
charges. Procurement of Design-Build-Operate-Maintain services shall generally
follow procedures outlined in the “Design Build Manual of Practice”, as published by
the “Design Build Institute of America”.

Design-Build-Finance-Operate is a project delivery method in which the
procuring agency enters into a single contract for design, construction, finance,
maintenance, and operation of an infrastructure facility over a contractually defined
period. No funds are appropriated to pay for any part of the services provided by the
contractor during the contract period. Procurement of Design-Build Finance Operate
Maintain services shall generally follow procedures outlined in the “Design Build
Manual of Practice”, as published by the “Design Build Institute of America™, A
preliminary determination by the City should have been made that project revenues are
sufficient, over the length of the proposed contract, to cover design, censtruction,
finance, and operations.

Construction Management Services is a project delivery process by which a
qualified third party provides construction leadership with a defined scope throughout
various phases of the project (e.g. planning, design and construction). The
Construction Manager would typically provide advice and the construction leadership,
contract management, direction, supervision, coordination and control of the work
during the construction phase. The Construction Manager would strive to integrate the
expertise of the design professional with the contractors knowledge of project
constructability in order to obtain a cost effective end result. The Construction
Manager could hold the dual role of design professional and contractor. The
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procurement of Construction Management Services shall generally follow procedures
outlined by the Asscciation of General Contractors “Owners Guidelines for Selection
of a Construction Manager”

6. Other Special Project Delivery Methods or combinations of the above may be
utilized provided that the purchasing agency can demonstrate that the delivery method
meets the intent of this procurement code and receives the approval of the the Board of
Mayor and Aldermen.

C. Evaluation Factors

The Request for Proposals shall state all evaluation factors and subfactors that will be
separately rated and the weights to be given to each factor and subfactor in the evaluation.
Evaluation factors may consist of the foilowing:

Demonstrated compliance with design requirements,

Qualifications and experience,

Financial capacity,

Project schedule,

Price {or life-cycle price for Design-Build-Operate-Maintain and Design-Build-
Finance-Operate-Maintain procurements}, and

6. Other evaluation factors if any.

N

3. The Request for Proposals may require each offerer to identify an Independent Design
Peer Reviewer whose competence and qualifications to provide such services shall be an
additional evaluation factor in the award of the contract. The City reserves the right to
choose its” own Independent Design Peer Reviewer. !

X. PROHIBITIONS

A. Conflict of Interest

No employee, officer or agent of the City shall participate in the award or adminisiration of a
contract in which they or any member of their immediate family has an interest. No
employee, officer or agent shall participate in the award or administration of a contract with
any person, firm, partnership or corporation in which they or any member of their immediate
family is an officer or employee or is abont to become an officer or employee.

B. Pecuniary Benefit

No employee, officer or agent of the City who is participating or is about to participate in the
award or adminisiration of a contract, shall either solicit or accept any kickback, gratuity,
contingent payment or other pecuniary benefit from any firm, person, partaership or
corporation involved in such contract. For the purpose of this section, PECUNIARY
BENEFIT means any advantage in the form of money, property, commercial interest, travel,
offer of employment or anything else, the primary significance of which is economic gain.
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€. Standards of Conduct

Every employee, officer or agent of the City is expressly prohibited from knowingly
participating in the following:

1. Underestimating or exaggerating requirements to ceriain prospective bidders for
the purpose of influencing bids.

2. Misrepresenting competitor’s prices, quality or service to obtain concessions.

D. Savings Provision

Nothing in this subchapter is intended to invalidate or in anyway limit the term of any
contract or special service agreement lawfully made prior to the effective date of this
subchapter.
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